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270 Washington S t r e e t  (601-A Trinity-Washizlgton Bldg. ) 
3550 

E S T A B L I S H  D I S P O S I T I O N  S T A N D A R D ;  D I S P O S E  O F  P R E S E N T  A C C U M U L A T I O N ;  
N O  F U R T H E R  A C C U M U L A T I O N  A N T I C I P A T E D  R E C O R D  W I L L  C O N T I N U E  TO A C C U M U L A T E .  

'*What i s  the  function of the of f ice  i n  which t h i s  record se r i e s  i s  created? 

The Public Relations Unit of the Administrative Division is reaponsible f o r  the overa l l  
public re la t ions of the D e p h t m e n t .  
disselhination of information concerning methods f o r  promoting investment in  Georgia and 
for improving markets f o r  Georgia products.  
h a g a z i n e ,  'Georg ia  P r o g r e s s .  The unit is responsible for the advert is ing p r o g r a m  for the 
State of Georgia. 
industry in  Georgia.  

The bas i c  activity of the unit is the prepara t ion  and  

The unit p repa res  and publishes the quar te r ly  

The unit is responsible for promoting the motion picture  and television 

1. This f i l e  contains the .following documents ' ( include form numbers and t i t l e s ,  if my, 
and f i l e  ari-angement ) . 

2 i + 
+: -5 Docubents re la t in8  t o  - a l l  4 '  aspects of advertising. 

,!A. E c l u d e d   are:^ Insertion Otders, P roof s  Q f  ads. q- ~ 

:&orts,  .cdifespondence, .memo'ranaum i%d &pp&ting &erg betweendunit 2 o f f i c i a l s  en7 'offic&s 

%prkal s~  &d p&-s (igpfementx&End non-iwpleme$ed, special  studies a d  4 -  r sd r t s  and 

- ~~ . - ._ = --r;~ 1 -~ .~ - -.. 
- 

- ~~.. 
= B. Included are(Backgrobd' F i l e i J  : 

2 

Tear Sheets', Media informa$ion(b d ie t s  q t c . )  , contact :". . .. t he  advegtising; age&y conze fng =thz'~ advertising can$ai& " f o r  t h e  State-of Georgia; 

fl, . _ ~  
~5 F i l e s  are arranged alphabetical~ly by subject.  * \ I  

- . presentations re la t ing  t o  advertisinp, copy(the .manner in w h i c h  the $d Zs-wrded)  .~Fd'A ' W  . ~ ,- . .  
- 

~. 
~~ - 

~ - J .. - - , .  7 -  _ _ ~ ~  
: .~ 

- ~. 



13. Is t h i s  t he  Record Copy of t h e  series? 

14 .  Is there a duplication of t h i s  Aeries i n  another of f ice  o r  agency? 

15. Is the  information contained i n  t h i s  series ever supmarized or published? 

16. Does the  s e r i e s  contain class ' if  ied information r e q u i r i n g ~ ~  securi ty  handiing? 

17. Does the  s e r i e s  i n i t i a t e ,  amend b r  terminate agency pol ic ies .  and procedures? 

18. Could the function be performed i f  t he  f i l es  were l o s t  o r  destroyed? 

19. Is t h e  series ( o r  major portion of it) regsilarly microfilmed? If yes ,  why? 

i 
.. 

i .  
l 

I .  Attach copy of summary o r  publication. I 

. 

.. 20. Does the  record series.!provide data as input t o  an EDP f i l e ?  

% [ I  [J -.- -. (b y a'' - -  * 
-21. b,fs  t h e  record ser& caa&in%ocumen a t ion  przduced as FDF p r  &out? 

22. Has the  Federal Government issued instruct ions governing t h e  retention/dispo- . [  1 [XI 

23. Will ' there  be a need fo r  these records 10, 15 years from now? If yes,  what? k ~ l  [ .J 

' ,  s i t i o n  of these f i l e s ?  
(Historical value) , '. 

--_?--A ~~ ~ 

p , c  , , I  24. REQUIREMNTS. The following requires the f i l e s  t o  be k e p t  I [ S e e  Be-Ltw) . . .  
, .  o sible 

a. [ ]STATE . b .  [ ISTATWE OF c .  [ ] A U D I T ,  , d .  []FEDERAL e .  BADMINISTRATI& ' f .  &I$TORICAL 
LAW LIMITATION' PERIOD L A W  DECISION VALUE 

(C i t e  Law, S t a t u t e ,  o r  other  reason for  the  re t en t ion  requirement) 

- - _- . - -. - -___~------- 
25. AGENCY R E C O M M E N D m ' T h i s  agency recommends t h a t  the f i l e  se r i e s  be-cut o f f  a t  the end 

of each -[]CALENDAR YEAR -HFISCAL YEAR -[]OTHER_p----.- , then : 


